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Electronic Case Files System
User’s Manual

Getting Started

Introduction

Thismanua provides indructions on how to use the Electronic Filing System to file documents
with the court, or to view and retrieve docket sheets and documents for al cases assgned to
this system. Users should have aworking knowledge of word processing, web browsers, file
management and Adobe Acrobat.

Help Desk

Contact the Court’ s Help Desk between the hours of 8:00 am. and 5:00 p.m.,
Monday through Friday, if you need assstance using ECF.

Toll FreeHelp Desk 1-866-325-4975
or 612-664-5155
OR
E-mail: ecfhelpdesk @mnd.uscourts.gov

Access to ECF Information and Resources
For up-to-date information on ECF, visit the U.S. Digtrict Court web dite at:

WWW.mnd.uscourts.gov

View or download the most recent version of the User’sand
Procedurd Manuals

Sdf-train on aweb-based ECF Tutorial

Prectice entering pleadings into ECF using a“training” database that is
smilar to the officid live ECF database

Review Frequently Asked Questions (FAQS) page

View CM/ECF Introductory video

ECF System Capabilities

The dectronic filing system dlows registered participants with Internet accounts and
web browsing software to perform the following functions

Electronicdly file pleadings and documentsin actud (“live’) cases
View officia docket sheets and documents associated with cases
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View various reports for cases that were filed eectronicaly
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Requirements
Hardware and Software Requirements

The hardware and software needed to eectronicaly file, view and retrieve case
documents are the following:

A persona computer running a standard platform such as Windows or

Macintosh.

A PDF-compatible word processor like Macintosh or Windows-based
versions of WordPerfect or Word.

An Internet Service provider.

Netscape Navigator version 4.6 or 4.7,( Netscape 6 is not

recommended for use with CM/ECF,) or Internet Explorer 5.5 or 6.0.

Netscape Verson 7 is currently being tested to certify compatibility.

Some users have had positive results with these versions.

Software, such as Adobe Acrobat Writer or pdfFactory, to convert

documents from aword processor format to portable document format

(PDF).

Adobe Acrobat Reader, which is available for free, is needed for

viewing PDF documents.

A scanner to tranamit documents that are not in your word processing

system. Note: Thiswould only be used for documentsthat cannot

be produced eectronically. Scanned documents lessen the level

of service we provide by slowing down the entire system. Weare

moving away from the utilization of scanned documentsinternally

and are asking you to do the same whenever possible.

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query and
Report features of the ECF system. |f you do not have a PACER login, contact the
PACER Service Center to establish an account. Y ou may cdl the PACER Service
Center at (800) 676-6856 or (210) 301-6440 for information or to register for an
account. Also, you may register for PACER online at http://pacer.psc.uscourts.gov.
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Registering for Access to ECF

Participants will need to register with the court to receive alogin and password for the
ECF system. Regidration information is available on our web Ste at
http:/Aww.mnd.uscourts.gov/cmect.

Once an account has been established, the Office of the Clerk will send your login and
password to you by regular, fird-class mail or by e-mail. Note this information must be
sent directly to the attorney of record and not to support staff.

Regigtered users can vist atraining verson of the system on the Internet at https.//ect-
train.mnd.uscourts.gov to practice ECF activities. We strongly recommend that
registered users practice in the “training” ECF database before filing documents in the
“live’ ECF database.

Preparation

Setting Up the Acrobat PDF Reader
Users must set up Adobe’ s Acrobat Reader software in order to view documents that
have been dectronicaly filed on the systlem. All pleadings must be filed in PDF formeat.

When ingdling this product, please review and follow Adobe s directions to utilize
Acrobat Reader after installation.

Portable Document Format (PDF)
Only PDF (Portable Document Format) documents may be filed with the court using
the ECF system. Before sending the file to the court, users should preview the PDF
formatted document to ensure that it appearsin its entirety and in the proper format.
How to View a PDF File
Start the Adobe Acrobat program.
Go to the File menu and choose Open.

Click on the location and file name of the document to be viewed.

If the designated location is correct, and thefileisin PDF format,
Adobe Acrobat Exchange loads the file and displays it on the screen.
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If the displayed document is larger than the screen or consists of
multiple pages, use the scroll bars to move through the document.

Click on the View menu for other options for viewing the displayed
document. Choose the option that is most appropriate for the
document.

How to Convert Documents to PDF Format

Y ou must convert dl of your documents to PDF format before submitting them to the
Court’s Electronic Case Filing (ECF) system. The conversion process requires specid
software such as Adobe Acrobat Writer or FinePrint pdfFactory. WordPerfect
versons 9 and 10 have Acrobat Writer built-in and can aso be used to convert
documents to PDF. The Digtrict Court of MN does not care what software is used to
convert the file. Other options besides Adobe Acrobat include

using the features dready available within your word processing software, or any of the
following:

BCL easy PDF 3.1

eDocPrinter PDF Pro 5.58

eXPert PDF Pritner 2.0

FinePrint pdfFactory PRO 1.57

Jaws PDF Creater 3.0

LeadTools ePrint 3.0

1- Step RoboPDF 3.0 beta

pdf995 and pdfEdit 995

PDF-XChange 2.5

PowerPDF 2.0

602Pro Print Pack 2002

Win2PDF Pro

Using any word processing program convert the file to PDF by:

Ingtalling Acrobat Writer, FinePrint pdfFactory, or any other software
with the capability of converting documents to PDF on your computer.

Open the document to be converted.

Select the [Print ] option (generdly found in the Fle menu) and in the
diaog box select the option to change the current printer. A drop down
menu with aligt of printer choicesis displayed.

Select Adobe PDFWriter or FinePrint pdfFactory*
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Save i I..,.ﬂ Attorney ;] @I _Eil

E civilcoversheet PDOF ﬂ rezponze in oppozition. POF
'@ complaint. POF '@ summary judgment. PFOF
'@ ECF Matual with criminal. POF

'@ flyer. pdf

ﬂ order on rmation. PDF
'E order rerferning motion. POF
'@ randr. FOF

File narne: |EEF b anual with criminal2. POF Save |
Save as ype: IF'DF files [*.PDF] j Cancel |

Edit Docurnent [nfa. [ “iew PDF File

“Print” the file. The file should not actudly print out; instead the option
to save the file as a PDF format file appears.

Make anote of the file location so you can find the document later
when you are ready to upload it. Change the location if necessary by
dicking inthe “Save in” area of the window.

Namethefile, giving it the extenson “.PDF’ and dlick the [ Save]
button.

Depending on the word processing program being used, it may be necessary to find the
printer selection option elsewhere. At that point, change the printer to Adobe
PDFWriter, and follow the directions above.

*You must have either Adobe Acrobat Writer or FinePrint pdfFactory installed on your
computer to see these choices listed.
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Basics
User Interactions
There are three genera types of user interactions alowed by the system:
Entering information in deta fidds
Using command buttons to direct system activities.

Mouse-dicking on hyperlinks.

Conventions used in this Manual:

Datato be entered by the user is shown enclosed in angle brackets. <datato be
entered>.

Command buttons are represented in this manua in [bracketed boldface
typel.

Hyperlinks are represented in under lined boldface type.
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Documents Filed In Error

A document incorrectly filed in a case may result from &) pogting the wrong PDF file to
adocket entry; b) sdlecting the wrong document type from the menu; or ¢) entering the
wrong case number and not discovering the error before completing the transaction.

Generdly, the U.S. Digtrict Court of Minnesotawill be leaving incorrectly filed
documents, in the correct case, on the ECF system. If the document wasfiled in the
incorrect case and needs to be moved to the correct case, please use the phone number
below to request a correction:

Toll FreeHelp Desk 1-866-325-4975

Please make the cal as soon as possible after an error is discovered. You will need to
provide the case and document numbers for the document requiring correction. If
appropriate, the court will make an entry indicating that the document wasfiled in error.
Y ou will be advised if you need to re-file the document. The ECF system does not
permit you to change the misfiled document(s) or incorrect docket entry after the
transaction has been accepted.

User's Manual

Y ou can download or view the most recent version of the ECF User’s Manud (in PDF
format) from the District Court’ sweb page. Enter http://www.mnd.uscourts.gov , when
the court’ s web page opens, click on the Electronic Case Filing hyperlink. Another
helpful document to download is the ECF Procedures Guide. Having the latest copies
of both of these documents on hand for reference will increase your success when e-
filing in the ECF system.
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A Step-By-Step Guide
Below is a step-by-step guide for accessing the ECF system, preparing a document for filing,
filing amotion or application, and displaying a docket sheet. We suggest that you go through
the steps on the training database before trying to actudly file a document.
How to Access the System

Users can get into the system via the Internet by going to

https://ecf.mnd.uscour ts.qov

Or, you may go to the Digtrict of Minnesota s Web site at www.mnd.uscourts.gov and
click on the Electronic Case Filing hyperlink.

Click on Live ECF Link to open the login screen and login to ECF.

Users can access the Training Database by going to

https://ecf-tr ain.mnd.uscour ts.gov
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Logging In
The next screen isthe login screen.

ECF/PACER Login |

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is
prohibited and subject to prosecution under Title 18 of the U S, Code . All activiies and
access attempts are logged.

Instructions

Enteryour ECF login and password for electronic filing capabilities. Ifyou do not need
filing capabilities, enteryour PACER login and password. If you do not have a PACER
login, contact the PACER Service Center to establish an account. You may register
online at hitp-fpacer psc uscourts gov or call the PACER Senvce Center at (800) B76-
G856 or (210) 301-6440.

Anaccess fee of $.07 per page, as approved by the Judicial Conference of the United
States at its September 1998 session, will be assessed for access tothis service, Al
inquiries will be charged to your PACER account. [Fyou do not need filing capabilities,
enteryour PACER login and password. The Client code is provided to the PACER
user as a means of tracking fransactions by client. This code can be up to thirty two
alphanumeric characters long.

CM/ECF Account Agreement (This agreement applies only to ECF logins and
passwords - it does not apply to PACER logins)

By accessing this system using an ECF login and password, the registered user (i)
consents to receipt of the electronic notification via e-mail as service of pleadings and
other papers (pursuant to Fed. B, Civ. P. %) and of orders and judgments (pursuant to
Fed R Civ. P_77{d)); and (i) acknowledges that documents filed by opposing
counsel will be considered served upon the registered user for purposes of Fed R,
Civ. P 5ifthey are delivered through ECF.

The Court has the right to add or remove conditions to this agreement. Any changes
will be clearly posted on this login page.

Authentication

Login: I

Passwaord: !

client code: I

Lagin I M

Enter your ECF Login and Password in the appropriate data entry fieds. All ECF login
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names and passwords are case sendtive.

Note: Useyour ECF login and password if you are entering the sysemtofilea
pleading or to maintain your account. If you only wish to enter ECF to query
the database for case information or to view a document, enter your PACER
login and password. Y ou will be charged afee to view ECF case dockets and
documents usng your PACER login. Use the client code fidd if you are usng
PACER to view documents/docket sheets and you wish to organize your
monthly bill usng dient codes. Do not use thisfield when logging into the ECF
sysem asthiswill prohibit you from successfully logging in.

Verify that you have entered your ECF login and password correctly. If not, click on
the [Clear] button to erase the Login and Password entries and re-enter the correct
information. After you enter the correct login and password information, click on the
[Login] button to transmit your user informetion to the ECF system.

$ If the ECF system does not recognize your login and password, it will display
the following error message on a new screen.

Login failed either your login name or key isincorrect

$ Click on the [Back] button in your browser and re-enter your correct login and
password.
$ If you cannot access the ECF system using your assigned login and password,

please cal the helpdesk at 1-866-325-4975

Once the Main Menu appears, choose from alist of hyperlinked options on the top bar.
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Note: Thedate you last logged into the system gppears at the bottom left corner of this
screen. Y ou should review this information each time you login for security reasons. If
you believe your last login date and time are incorrect, or suspect an unauthorized party
isusing your login and password, please telephone the court’s Help Desk as soon as

possible.

Selecting ECF Features

ECF provides the following festures that are accessble from the Blue menu bar at the top of the
opening screen.

Civil- Select Civil to dectronicaly filedl avil case pleadings, motions, and other
court documents.
Criminal- Select Criminal to dectronicdly filedl crimind case pleadings, motions, and

other court documents.

Query- Query ECF by specific case number, party name, or nature of suit to retrieve
documents that are relevant to the case. Y ou must login to PACER before you
can query ECF.

Reports- Choose Reports to retrieve docket sheets and cases-filed reports. Y ou must
login to PACER before you can view an ECF report.

Utilities- View your persona ECF transaction log and maintain personal ECF account
information in the Utilities area of ECF.

L ogout - Allows you to exit from ECF and prevents further filing with your passwvord until
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the next time you log in. Only one user can be logged in using the same
login/password at once.
Criminal Events Feature
Regigered filerswill use the Crimind feature of ECF to dectronicdly sdf-file and docket with the Court
avariety of pleadings and other documents for criminal cases. Seethelist of ECF documents at the
back of thismanua. This section of the manua describes the basic steps that you need to take in order
to file asingle motion with the Court. The processis consgstent regardless of the event.

General Rules and Manipulations
Manipulating the screens
Each screen has the following two buttons:

M clearsall characters entered in the box(es) on that screen.

Next | or_2ubmit |acceptstheentryjust made and displays the next

entry screen, if any.

Correcting a mistake:

Use the [Back] button on the browser toolbar to go back and correct an entry made
on a previous screen. However, once the document is transmitted to the court, only the
court can make changes or corrections.

Signatures; Affidavits of Service

Documents, which must contain origind signatures or require elther verification or an
unsworn declaration under any rule or satute, shal be filed dectronicaly with originaly
executed copies maintained by thefiler. The pleadings or other documents dectronicaly
filed shdl indicate asignature, eg., “s'Jane Doe.”

In the case of a stipulation or other document to be signed by two or more persons, the
following procedure gpplies:

(& Thefiling party or atorney shdl initidly confirm that the content of the
document is acceptable to al persons required to sign the document and shall
obtain the physicad signatures of dl parties on the document.

(b) Thefiling party or atorney then shdl file the document ectronicdly,
indicating the Sgnatories, eg., “sJane Doe,” “</John Doe,” etc.

(c) Thefiling party or attorney shdl retain the hard copy of the document
containing the origind signatures after the case ends, a least until the time for dl

appedls has expired.
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(d) A non-filing Sgnatory or party who disputes the authenticity of an
eectronicadly filed document containing multiple Sgnatures or the authenticity of
the sgnatures themselves must file an objection to the document within ten days
of receiving the Notice of Electronic Filing.

Filing a Criminal Complaint — Opening a Criminal Case
The Court will accept complaints and other initiating documents sent in hard copy with an ink
sggnature by U. S. Mail, or delivered in person to the clerk's office.

Déelivered in Person

If you wish to ddliver your documentsin person to the derk’s office you may bring theinitiating
documents, which ligts the case party information, and a check, money order or credit card in
the amount of $150.00. The court will accept the documentsin paper format which will be
scanned by the clerk’ s office.

Mailing Documents

Mailing the initiating documents will not be any different from the standard procedures the court
currently has in place for handling initiating documents. Please send initiating documents and
form of payment (or an IFP application) and the clerk’ s office will initiate the case.

Summonses

a The clerk’ s office will receive summonses to be issued sent by e-mail, sent by
United States mail, or delivered in person to the clerk’s office.

b. E-mail summonses may be sent to the e-mail addresses listed above aong with
the initiating case documents.

C. A party may not dectronically serve asummons, but instead must effect service
according to the Federal Rule of Criminal Procedure 4.

d. Summons forms can be found on the Court’ s external webste.
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Filing Documents for Criminal Cases
There are eight basic sepsinvolved in filing a document:

1) Sdlect the type of document to file (see Attorney Event Menu);

2) Enter the case number in which the document isto befiled;

3) Designate the party(s) filing the document;

4) Specify the PDF file name and location for the document to befiled.
5) Add attachments, if any, to the document being filed.

6) Modify docket text as necessary

7) Submit the pleading to ECF

8) Receive natification of dectronic filing

After successfully logging into ECF, follow these steps to file your document.

Crriirminial + Ouery * ' Ui = w Locpousk

Filing a Motion in Criminal Cases
1. Select the type of document to file

Select Criminal from the blue menu bar at the top of the ECF screen. The Crimind Event
window opens diolaying dl of the events from which you may choose for your filing. This
section of the User's Manual describes the process for filingaMotion in ECF. The
processis smilar for filing other pleadingsin ECF.

Click on Motions, under Motions and Related Filings

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

that you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
CM/ECF User’'s Manual (March 24, 2004) 18 Minnesota District Court



opportunity for thefiler to be reassured they arefiling in the correct case.
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3. Designate the defendant(s) that the filing relates to.

Click in the boxes to place a check next to each defendant's name that thisfiling rlatesto. If it
relates to al defendantsin the case, check the box for ~All

Defendants, and |eave the other boxes unchecked. When finished sdecting

Defendants click on [Next].

4. Designate the party(s) filing the document

Motions

D:01erQ0050 TIZA v Disterbers et al

select the filer.
select the Party:

ISA, [Plaintiff]

Cisterberg. Wendy (1) [Defendant]
YWagner, Kristine (2] [Detendanti]
Gardea, Daniel Bueno (3) [Defendant]

Ne:ﬂl Clear I

Highlight the name of the party or parties for whom you arefiling the mation. If you represent
al defendants or dl plaintiffs you may sdect the entire group by holding down the control key
while pointing and clicking on each party of the group

After highlighting the parties to the maotion, dick on the [Next] button.
5. Select the type of Motion being filed.

From the drop-down list, choose the type of motion being filed. Only one motion can be
selected during this process. Once highlighted, click on [Next].
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6. Specify the PDF file name and location for the document to be filed.

IMotions
0:01cro0os0 USA v, Osterberg et al

=elect the pdf document (for example: CA19%cw201-21 pdf).

Filename

|| Browse.. |

[Attachments to Document: & Mo & Yes

Next' Clear |

Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents thet you intend to file in ECF MUST resde in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

*= You mus link the PDF document to thefiling. Click on the [Browseg] button. ECF
opens the following screen.

2]
Loak in: I:\d Desktop ;l %I |‘j€I I
g by Computer [_1farms
'-‘f_} by Documents 2
':'1', Metwork, Meighborbiood [ tarch 10
|1 Calendar [ materials fram athers
L3 compLter security Ca Org-6 M anual
|1 dawiz 3 pam
|1 Flawcharts fram MD [ site wisit
R 2l
File name: | Open |
Filez of ype: l,-'l‘-,ll Files [*7] ;I Cancel |
S
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= Navigate to the appropriate directory and file name to select the PDF document
youwishtofile,

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sdlected. You should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3 PDF Files =

[ él:ll:h::'-.-"l 07 motion

Select

Prirt I !

Bl AddtoZip

B a e

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closes the File Upload screen and inserts the PDF file name and
location in the M otions screen.

If there are no attachments to the motion, click on[Next]. A new M otions window
opens. Go to Section 8, “ M odifying Docket Text,” to proceed with your filing.

If you have Attachments to your answer, you will sdect [Y es] on the screen depicted
above. Click on[Next] and proceed to thefirst step in Section 7, “ Adding Attachments
to Documents Being Filed'.

In the event you seected and highlighted afile that is not in PDF format, ECF will display the
following error message after you click on the [Next] button.

Motions
0:01er00os0 USA v, Osterberg et al

EEEOE: Document s not a well-formed PDF document (ho further information i3 avalable).

Back I

ECF will not permit you to sdect afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the Motions screen. Select and
highlight the PDF file of your pleading and proceed as before.

Failureto Sdlect A Document to File
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If you fail to select a document to file with your pleading, ECF will display the error message

If you dlick [OK] from the screen depicted above ECF will return you to the M otions
screen. 'Y ou cannot proceed without attaching a PDF document.

7. Add attachments to documents being filed

If you acknowledged the need to attach documentsto your motion during the previous step, a
new Attachment screen appears.

|I'-.-‘Iotions
001 crO0s0 USA v Osterberg et al

Select one or more attachments.
13 Enter the pdf document that contams attachment (for example: Clappend pdf).

Filename
IH Browse. . |

2) At wour option, select a document type andlor enter a description.
Type Description
{ ||

30 Add the filename to the list box below. If vou have more attachments, go back to
Acdd to List
Fermowe from List |

| Noxt |

Click on [Browsg] to search for the document file name of the attachment.

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].

- ECF adds the sdlected document as an attachment to the pleading. A new Motions
screen opensto display the file name of the newly attached document.

Repeat the sequence for each additiona attachment.
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After adding al of the desired PDF documents as attachments, click on [Next].

When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed dectronicaly and when scanned
are greater than 2MB in Sze, may be submitted in paper format. Filers should submit a

request to the District Court for review of paper filings. Look to the ECF procedura guide
for more details on this procedure.

Note: For moderate length paper attachments, congder dividing them into two or
more smaller attachments, scanning, and filing them dectronicaly.
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8. Modify docket text

otions
O e DOes) Ll v, Dserbern et &l

Daciad Taxt Moy o Dppioghate.

[Maotions MIOTTON far Ticcmwery | by Wendy Dsterherg | Kristine Wagmer | Tianisl
Faepn Gardes . CAbischments # (1) Cerdficace of Servies) (Attarosy ], b

M| Gteai]

Click in the open text area to type additiona text for the description of the pleading. Use the
drop-down boxesto assst in the darifying text. Click on the [Next] button.

9. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the [Next] button to file and docket the pleading.

|Motions
001 cr000s0 USA v, Osterberg et al

Docket Text: Final Text

MOTION for Discovery by Wendy Osterberg, Kristine Wegner, Daniel Bueno Gardea. {Attachments: # (1)
Certificate of Service)(Attorney1, )

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if ¥ou continue.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to
previous screens by:

clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired screen.
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10. Notice of Electronic Filing

115, District Cours
Dismicr of MEmevsta

[Hone of Blecrreen Filng

[The Flowrg Tamaction was axterad on 200004 & 530 AWM CFT and Bed on H2EZ004
Case N TEA w Digharteng ot al

Case Fumher: Q0] -gr-50

|Files: D&M= 1 - Wendy Osarbierg

It He 2 - Elrviwe Wepmes

Lit He. 5 - Danel Bowmo Sarden

|EBracmment Mamber; 4

[Docker Text
MTTICH for Thspoere: ry by Wendy Crterbierg. Erisme Wegner. Daniel Frene Garda s [8Hachmerés: #01) Certicabn of Serece](SHomen]_ )

[The folbwas da e otis) ore aaseciaie with thin rassacne

[T oo et e stwipthoom ok Do st
Himginal lenamesns

100 T7 PO BT S S A | 1EEE 001 o Bl e B 05 54T ko e 2053 0 159 el
TS 300 ST e a0 B e A d B a BTt ] o] Pt S5 50 ST M0 7 3415] ]
orumen de pripion Cetfices of Serace

Iertromic Aot Stamg;
STANF decclBtamnp D=1 051213215 [Duate=3202004 | [FdctTasber=TE0E1-0]
mznal [leramen/n

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officid court document. It dso displays the
date and time of your transaction and the number that wasassigned to your documernt.
Y ou should note this number on the document’s PDF file.

Select [Print] on the web browser toolbar to print the document receipt.

Select [File] on the web browser menu bar, and choose Save As...from the drop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing is your confirmation thet the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicdly tranamit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The

ECF filing report dso displays the names and addresses of individuals who will not
be dectronicaly notified of thefiling.

Note: Itisthefiler’s regponshbility to serve hard copies of the pleading and the

Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.
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E-Mail Notification of Filed Documents

After apleading is eectronicdly filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addressesto
the Court. Only attorneys of record in the case are able to view pleadingsin
Criminal casesviatheinternet. Attorneysin multi-defendant cases can only view,
viatheinternet, those filings which relate directly to the party they represent. All
other pleadings may be viewed at the courthouse. Individuas who receive eectronic
natification of the filing are permitted one "free look,, at the document by dlicking on the
associated hyperlinked document number embedded in the Notice of Electronic Filing.
Thefiler is permitted one free look a the document. The Court strongly urges you to copy
the Notice of Electronic Filing and pleading documents to your hard-drive for future
access. Subsequent retrieva of the case docket sheet and pleading from CM/ECF must be
made through your PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of thismanua) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing a Notice of Motion

1. Select the type of document to file
Sdlect Criminal from the blue menu bar at the top of the ECF screen. The Crimina Event
window opens diplaying dl of the events from which you may choose for your filing. This
section of the User's Manua describes the process for filing aNotice of M otion in ECF.
The processis amilar for filing other pleadingsin ECF.
Click on Notices, under Other Filings

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you arefiling amotion and dlick on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts
thet you entered an invalid case number, dlick on 235K | to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window gppears. This window is another
opportunity for thefiler to be reassured they arefiling in the correct case.

3. Designate the defendant(s) that the filing relates to.

INotices
\Make apprapriate salections

[T 0:01er00050-1 - Wendy Osterberg
M 0:01cr00050-2 - Enistine Wegner
[T 0:01er00050-3 - Daniel Bueno Gardea

WAJ] defendants

.‘Nﬂ' Clear I

Click in the boxes to place a check next to each defendant’s name that thisfiling relates to.
If it rdates to al defendants in the case, check the box for »All

Defendants, and leave the other boxes unchecked. When finished sdlecting Defendants click
on [Next].
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4. Select the sub-type of notice being filed.
From the drop-down list, choose Notice of Motion Hearing. Click on [Next].

5. Specify the PDF file name and location for the document to be filed.

Notices
0:0crondsn USA v Osterberg et al

Zelect the pdf document (for example: CA19%ew501-21 pdf).
Filename

|| Browse... |

Attachments to Document: © Mo 0 Yes

M Clear |

Note: Itisimperativethat you attach an eectronic copy of theactud pleading when prompted
by the system. All documents that you intend to filein ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

= Next, you must aso link the PDF document to the filing. Click on the [Browse]
button. ECF opens the following screen.

L ook jr: | 77| Deskiop 7 & |=j<| |
E by Computer [_Ifarms
'{(_“}} by Documents C1Jkc
'Eiﬂ Metwork, Meighborhood [ Harch 10
|1 Calendar [ materials fram athers
] compLter security Ca Qrg-6 M anual
I davis 2 pam
|1 Flowcharts from MD [ site wisit
[« | 2
File name: I Dpen |
Files of type: {41l Files (%) - Cancel |
S
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Navigate to the gppropriate directory and file name to select the PDF document
youwishtofile,

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you selected. Y ou should view it to verify that it is the correct document.
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File Upload

Laok jn: | ‘=3 PDF Files =

[ él:ll:h::'-.-"l 07 motion

Select

Prirt ’ !

Bl AddtoZip

B a e

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closes the File Upload screen and inserts the PDF file name and
location in the Notices screen.

If there are no attachments to the notice, click on[Next]. A new Notices window
opens. Go to Section 6, “Motion Reminder,” to proceed with your filing.

If you have Attachments to your answer, you will select [Y es] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 5, “ Adding
Attachmentsto Documents Being Filed” .

In the event you selected and highlighted afile that isnot in PDF format, ECF will
display the following error message after you click on the [Next] button.

[Notices
D0l crdo0&n LS A v Osterberg et al

EEECOE: Document is not a well-formed PDF document (o fiarther information 15 available).

Back |

ECF will not permit you to sdlect afile for your pleading thet is not in PDF format.

Click on the[Back] button and ECF will return to theNotices screen. Sdect and highlight
the PDF file of your pleading and proceed as before.

Failureto Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error message
depicted below.
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If you click [OK] from the screen depicted above ECF will return you to the Notices
screen. Y ou cannot proceed without attaching a PDF document.

6. Add attachments to documents being filed

If you acknowledged the need to attach documents to your notice during the previous Sep, a
new Attachment screen appears.

INotices
0010000 USA v, Osterberg ef al

Select one or more attachments.
1) Enter the pdf document that contamns attachment (for example: Clappendiz pdf).
Filename

I| Browse... |

2 At your ophion, select a document type andfor enter a description.

Type Description
I =l

30 Add the filename to the list box below. If vou have more attachiments, go back to

Addolist |

Remowve fraom List |

Click on [Browse] to search for the document file name of the attachmen.

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].
ECF adds the sdlected document as an attachment to the pleading. A new Notices
screen opensto display the file name of the newly attached document.
Repest the sequence for each additiona attachment.
After adding al of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed dectronicaly and when scanned
are greater than 2MB in Size, may be submitted in paper format. Flers should submit a
request to the Digtrict Court for review of paper filings. Look in the ECF procedura guide
for more details on this procedure.

| Note: For moderate length paper attachments, consider dividing them into two or
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| more smaler attachments, scanning, and filing them dectronicaly.

7. Linking the Notice

A window appears indicating that you can refer this notice to an existing motion. Check the
“Refer to Exigting Event(s)” box. If you wish to pear down the listings that appear enter afiled
date range or document range. Click on [Next]. Check the maotion(s) that are being ruled on

during the hearing. Click on [Next].

|Nnﬁces

00 crdo0&0 LSA v Osterberg et al

Filed | to |

Nextl Clear |

Documents I to I

8. Modify docket text

hoﬁnes
D0 cad NS0 LS A v Creperberg ek al

Dochnt Tawt Modify as Appropriata.

WOTICE |
for Dmnuvuj- Mllnn:bey.l. ]

Mert| Gl

by Werdy (stevherg | Kristine Wegner | Davied Buewo Gardea ve [4] MOTION

Click in the open text area to type additiona text for the description of the pleading. Use
the drop-down boxesto assst in the darifying text. Click on the [Next] button.

9. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to

adter. Click on the [Next] button to file and docket the pleading.
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INotices
001 cr0n0s0 USA v, Osterberg ef al

Docket Text: Final Text
NOTICE of Motion Hearing on 03/31/04 at 9:00 a.m. in Judge Boylan's Courtroom 628A by Wendy
Osterberg, Kristine Wegner, Daniel Bueno Gardea re [4] MOTION for Discovery (Attorney1,)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

Clear |

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this sareen commitsthistransaction. Y ou will have no
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just sdlected.

clicking on the Web Browser [Back] button until you return to the desired screen.

10. Notice of Electronic Filing
Nolices
[0S0 LESA v Crparbarg et al

1.5, District Court
Dismrser of Mlissasara
s e of Blectronie Fibg

[Tte fellewng wansaction was antered oo 22004 o8 5:53 AWM CFT and Gl d on 22620

Case T4 amwe TEA v Dgtechecg ot al
Cark o Nl Crll-pe-50
Fillew:

Diorgment Musher; &

et kot Taam:

[HOTICE of Maran Maarug o d30004 ar 00w e fudge Boylans Cowivivaam 0284 by Wendy Cuterbeng, Flristine
LTI for Thecewery (Attorneyl,

[The follesmp decument(s) am assoniabed with this ranmachon

(Crarussst desertption:hian Documen
[ g al flesasse:n'n

wande deumist Sanp:
ETAWFE dcerfframp M=1051215216 [Date=32002004] [FleNumber=T208-0]
S 23 p 00T 2 466 d Bon fa 0 cA0ETEE N Th eda 1 bedc e WEZABAITH 1 ab 4B 33 1 VI6R2

The screen depicted above provides confirmation that ECF has registered your

transaction and the pleading is now an officia court document. It aso displays the
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’s PDF file,

Select [Print] on the web browser toolbar to print the document receipt.
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Sdlect [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing is your confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will ectronicdly tranamit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report dso digplays the names and addresses of individuaswho will not
be dectronicdly natified of thefiling.

Note: Itisthefiler’s responshility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.

E-Mail Notification of Filed Documents

After apleading is dectronicdly filed, the ECF System sends a Notice of Electronic

Filing to the designated attorneys and partieswho have supplied their E-mail addressesto the
Court. Only attorneys of record in the case are able to view pleadings in Criminal

cases via the internet. Attorneys in multi-defendant cases can only view, via the
internet, those filings which relate directly to the party they represent. All other

pleadingsmay beviewed at the courthouse. Individuaswho receive ectronic notification
of the filing are prmitted one "free look, a the document by clicking on the associated
hyperlinked document number embedded in the Notice of Electronic Filing. Thefiler is
permitted one freelook at the document. The Court strongly urges you to copy theNotice of
Electronic Filing and pleading documents to your hard-drive for future access. Subsequent
retrieva of the case docket sheet and pleading from CM/ECF must be made through your
PACER account and is subject to regular PACER fees.

Certificate of Service

A Caertificate of Serviceis required to befiled aeither a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of thismanua) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing a Memorandum in Support of a Motion in Criminal Cases

1. Select the type of document to file

Sdlect Criminal_ from the blue menu bar a the top of the ECF screen. The Criminal Event

window opens displaying al of the events from which you may choose for your filing. This
section of the User's Manual describes the process for filing aMemorandum in Support
of a Motion in ECF. The processis smilar for filing other pleadingsin ECF.

Click on Responses and Replies, under Motions and Related Filings.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K | to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window gppears. This window is another
opportunity for the filer to be reassured they are filing in the correct case.

3. Designate the defendant(s) that the filing relates to.

Click in the boxes to place a check next to each defendant’s name that this filing relates
to. If it relatesto dl defendantsin the case, check the box for ~All

Defendants, and leave the other boxes unchecked. When finished sdecting Defendants
click on [Next].

Responses & Replies

Wiake apprapriate selections

[T0:01er00050-1 - Wendy Osterberg
T 0:01er00050-2 - Eristine Wegner
[T 0:01er00050-3 - Daniel Bueno Gardea
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4. Select the type of Other Filing being filed.
From the drop-down list, choose memorandum in support of a motion. Click on [Next].

5. Selecting the Filer

Use the mouse to highlight or select which party(ies) are filing the memorandum in support.
Click on [Next].

Responses & Replies
0:01cro00s0 USA v Osterberg et al

Nelect the filer.

Select the Party:

4, [Flainti
5 erg, Wandy (1) [Defendant]
[ Jetendant]

I

ridea, Daniel Bueno (3) EIéfEeﬂ dant]

Nen-di Clear |

6. Specify the PDF file name and location for the document to be filed.

|Respnnses & Replies
00100050 USA v Osterbery et &l

=elect the pdf document (for example: CA199cv201-21 pdf).
Filename

IK:HHDmeRMTRﬁ\IM%ﬁDmey Trainingymem Browse... |

Nen-dl Clear |
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Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents thet you intend to filein ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

* You mus link the PDF document to thefiling. Click on the [Browseg] button. ECF
opens the following screen.

Look in: I:\ﬁ Dezktop ;I %I ﬁii I
E ty Computer [ farms
ﬁ ky Documents Cldac
'_!'1', M etwark, Meighborbiood [ tarch 10
|1 Calendar [ materialz from others
=3 compLter securty 2 Org-6 Manual
|1 dawiz | pam
| Flowcharts from kO [ site wisit
¢l | 2l
File narme; | Open |
Files of twpe: l,-i'-.ll Files [*.%) ;i Cancel |
i

= Navigate to the appropriate directory and file name to sdect the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sgected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip

Once you have verified the document is correct, close Adobe Acrobat and click on the
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[Open] button. ECF closesthe File Upload screen and inserts the PDF file name and
location in the Responses and Replies screen.

If there are no attachments to the motion, click on[Next]. A new M otions window
opens. Go to Section 8, “ M odifying Docket Text,” to proceed with your filing.

If you have Attachments to your memorandum, you will sdect [Yes] on the screen
depicted above. Click on [Next] and proceed to the first step in Section 7, “ Adding
Attachmentsto Documents Being Filed”.

In the event you sdlected and highlighted afile that is not in PDF format, ECF will display the
following error message after you click on the [Next] button.

Responses & Replies
0:0er00050 USA v, Osterberg et al

EEEOE: Document 15 not a well-formed PDF document (ho further mformation 13 avalable).

Back |

ECF will not permit you to sdlect afile for your pleading thet is not in PDF format.

Click on the [Back] button and ECF will return to the Responses and Repliesscreen.
Sdect and highlight the PDF file of your pleading and proceed as before.

Failureto Sdect A Document to File

If you fail to select adocument to file with your pleading, ECF will display the error message
depicted below.

If you dick [OK] from the screen depicted above ECF will return you to the M otions
screen. 'Y ou cannot proceed without attaching PDF document.

7. Add attachments to documents being filed

If you acknowledged the need to attach documents to your memorandum during the previous
step, anew Attachment screen appears.
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IResponses and Replies
0:01cv00020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contans attachment (for example: Clappendoz pdf).

Filename
II Browse... |

21 At wour option, select a document type andfor enter a description,
Type Description

31 Add the filename to the st box below. If you have more attachments, go back to

Add to List |

Femowe fram List |

[let

Click on [Browsg] to search for the document file name of the attachment.

Next to the field for attachment Type, click on the arrow and ECF opens apulldown
screen. Highlight the type of atachment from the displayed selection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].

ECF adds the sdlected document as an attachment to the pleading. A new
attachments screen opens to display the file name of the newly attached document.

Repeat the sequence for each additiona attachment.

After adding all of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed dectronicaly and when scanned
are greater than 2MB in Size, may be submitted in paper format. Filers should submit a
request to the Digtrict Court for review of paper filings. Look in the ECF procedurd guide
for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smdler attachments, scanning, and filing them dectronicaly.

CM/ECF User’'s Manual (March 24, 2004) 40 Minnesota District Court



8. Refer to an Existing Event?

Thiswindow alows thefiler to link the memorandum with other documents that have been filed
aready. A lig of previoudy filed documents appears. Using the mouse, sdlect by dlicking in the
checkboxes provided, which documents you wish to link the memorandum to. Click on [Next].

9. Modify docket text

h.upnnm & Replies
QM erDO0G0 LSS v Oatarbeng ot al

Dacknt Tawt: Final Text

MEMORAMNDLM in Support by Wendy Osterberg, Kristine Wegner, Daniel Bueno Gardea re [4] MOTION
far Discovery (Attorney, |

Artention!! Pressing the ITEXT hwtzen an this scresn comowits this wansaebon, Tow will havre vo Dl opportusicy o
meadify thiz trans actinm if yoo centinna.

Click in the open text areato type additiona text for the description of the pleading. Click on
the[Next] button.

10. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
dter. Click on the [Next] button to file and docket the pleading.

hesponses and Replies
0:01cv00020 Osterberd v, Parker

Docket Text: Final Text
MEMORANDUM in Support re [7] MOTION for Discovery of Documents filed by John Parker. {Attorney1, )

iitention!! Pressing the WEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

1 Clear I

Note: The screen depicted above contains the following warning.
Pressng the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just sdlected.
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clicking on the Web Browser [Back] button until you return to the desired screen.

11. Notice of Electronic Filing

Responses % Replies
QO crO0S0 LISA v Cofedeerg et al

TS Distrien Coert
District of IMlinsesota
platce of Electrom: Fing

[[he Eolosmng troccaction. wras entered on H2H2004 ot E:03 AW C=ZT and fled on 2262004

ICasn [Name: 54 v Osberberget d
ase Mambers  00]or-50
(Fllers L ITe. 1 - Wendy Ceterberg

Lt Fa. 2 - Eristine Wegner
Lt M. 3 - Damel Buens Grcdea,
(Dnenminmt Mosahor: &

Dracket Tear
PAEM R AT 1 Support by Wendy Cistarberg. E nstre Wagner, Dsniel Boene Gardea re [9] BOOTTOR For Dizravery [Stiomer], )

[Che Eollesming decumentjs) are associated with thes wars echion:

Darament descogpiionebdam Document

Kvigisal flanasaezo’s

[Ebectronke docursent Stamg;

STAME deecforamp ID=10051213216 [Date=32 &2 004 ] [Fuleldumb er=TE0E7-0]

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officia court document. It also displays the
date and time of your transaction and the number that was assigned to your documen.
Y ou should note this number on the document’s PDF file.

Sdlect [Print] on the web browser toolbar to print the document receipt.

Sdlect [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: TheNoticeof Electronic Filing representsyour Certificate of Service. The Court
strongly urges you to copy it to afile on your computer hard-drive, print it, and retain a
hard copy in your persond files.

ECF will dectronicdly transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report aso digplays the names and addresses of individualswho will not
be dectronically notified of thefiling. Itisthefiler’s responshility to serve hard
copies of the pleading and the Notice of Electronic Filing to attorneys and parties
who are not set up for eectronic notification.

E-Mail Notification of Filed Documents
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After apleading is eectronicdly filed, the ECF System sends a Notice of Electronic

Filing to the designated attorneys and partieswho have supplied their E-mail addressesto the
Court. Only attorneys of record in the case are able to view pleadingsin Criminal

cases via the internet. Attorneys in multi-defendant cases can only view, via the
internet, those filings which relate directly to the party they represent. All other

pleadingsmay beviewed at the courthouse. Individualswho receive ectronic notification
of the filing are permitted one "free look, at the document by clicking on the associated
hyperlinked document number embedded in the Notice of Electronic Filing. Thefiler is
permitted one free look at the document. The Court strongly urgesyou to copy theNotice of
Electronic Filing and pleading documents to your hard-drive for future access. Subsequent
retrieval of the case docket sheet and pleading from CM/ECF must be made through your
PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of thismanua) or asa
separate filing in the Service of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing an Affidavit in Support of a Motion in Criminal Cases

1. Select the type of document to file

Sdlect Criminal_ from the blue menu bar a the top of the ECF screen. The Crimind Event
window opens diplaying dl of the events from which you may choose for your filing. This
section of the User's Manua describes the process for filing an Affidavit in Support of a
M otion in ECF. The processis amilar for filing other pleadingsin ECF.

Click on Responses and Replies, under Motions and Related Filings.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you arefiling amotion and dlick on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts
thet you entered an invalid case number, dlick on 235K | to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for thefiler to be reassured they arefiling in the correct case.

3. Designate the defendant(s) that the filing relates to.

Click in the boxes to place a check next to each defendant’s name that this filing relates
to. If it relates to dl defendants in the case, check the box for ~All

Defendants, and |eave the other boxes unchecked. When finished selecting Defendants
click on [Next].

kesponses & Replies
Wiake appropriate selactions

M 0:01er00050-1 - Wendy Osterberg
M 0:01er00050-2 - Eristine Wegner
T 0:01er00050-3 - Daniel Bueno Gardea
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4. Select the type of Other Filing being filed.
From the drop-down lit, choose affidavit in support of a motion. Click on [Next].

5. Selecting the Filer
Use the mouse to highlight or select which party(ies) are filing the affidavit. Click on [Next].

Responses & Replies
0:01cr00050 USA v Osterbery et al

Nelect the filer.
~elect the Party:

Neﬂi Clear |

6. Specify the PDF file name and location for the document to be filed.

|Respnnses & Replies
0:01cro00s0 USA v, Osterberd et al

=elect the pdf document (for example: CA199cv201-21 pdf).

Filename

IK:HHDmeHMTHAINHﬂ\ttDmey Trainingymem | Browse, ., I

Nen-dl Clear |
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Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents that you intend to file in ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

* You mus link the PDF document to thefiling. Click on the [Browseg] button. ECF

opens the following screen.
Look in: I:\ﬁ Dezktop ;I %I ﬁii I
E ty Computer [ farms
ﬁ ky Documents Cldac
'_!'1', M etwark, Meighborbiood [ tarch 10
|1 Calendar [ materialz from others
=3 compLter securty 2 Org-6 Manual
|1 dawiz | pam
| Flowcharts from kO [ site wisit
¢l | 2l
File narme; | Open |
Files of type: |1 Files [ = Cancel |
i

= Navigate to the gppropriate directory and file name to select the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sgected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip
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Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closesthe File Upload screen and inserts the PDF file name and
location in the M otions screen.

If there are no attachments to the mation, click on[Next]. A new M otions window
opens. Go to Section 9, “ M odifying Docket Text,” to proceed with your filing.

If you have Attachments to your answer, you will sdect [Y es] on the screen depicted
above. Click on[Next] and proceed to thefirst step in Section 7, Adding Attachments
to Documents Being Filed”.

In the event you sdlected and highlighted afile that isnot in PDF format, ECF will display the
following error message after you click on the [Next] button.

Responses & Replies
0:0cr00s0 USA v, Osterberg et al

[EEF.OFE.: Document is not a well-formed PDF document (no firther information 12 avatlable).

Back |

ECF will not permit you to select afile for your pleading thet is not in PDF format.

Click on the [Back] button and ECF will return to the Answer sto Complaints screen.
Sdect and highlight the PDF file of your pleading and proceed as before.

Failureto Sdect A Document to File

If you fail to sdlect adocument to file with your pleading, ECF will display the error message
depicted below.

If you dlick [OK] from the screen depicted above ECF will return you to the M otions
screen. Y ou cannot proceed without attaching PDF document.

7. Add attachments to documents being filed

If you acknowledged the need to attach documentsto your motion during the previous step, a
new Attachment screen appears.
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IResponses and Replies
0:01cv00020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contans attachment (for example: Clappendoz pdf).

Filename
II Browse... |

21 At wour option, select a document type andfor enter a description,
Type Description

31 Add the filename to the st box below. If you have more attachments, go back to

Add to List |

Femowe fram List |

[let

Click on [Browsg] to search for the document file name of the attachment.

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of atachment from the displayed selection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].

ECF adds the sdected document as an atachment to the pleading. A new
attachments screen opens to display the file name of the newly attached document.

Repeat the sequence for each additiona attachment.

After adding al of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed dectronicaly and when scanned
are gregter than 2MB in Size, may be submitted in paper format. Filers should submit a
request to the Digtrict Court for review of paper filings. Look in the ECF procedurd guide
for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smdler atachments, scanning, and filing them dectronicaly.

CM/ECF User’'s Manual (March 24, 2004) 48 Minnesota District Court



8. Refer to an Existing Event?

Thiswindow alows thefiler to link the memorandum with other documents that have been filed
aready. A lig of previoudy filed documents gppears. Using the mouse, select by clicking in the
checkboxes provided, which documents you wish to link the memorandum to. Click on [Next].

9. Modify docket text

haspnnms & Replies
L0 cr0050 LISA v, Scterhorg ot 3|

Docket Test: Final Text

AFFIDAVIT in Suppart by Wendy Osterberg, Kristing Wegner, Danlel Bueno Gardea re [4] MOTIOM for
Discovery (Attachments: # (1) Exhibit Table of Contents# (2) Exhibit Tabs A-M#& (3) Exhibit Tabs MN-Z)
(AttorneyT, )

Attention!! Pressing the NEXT button on this screen conunits this transaction. Yoo will have no farther opportarity e
wundify this transaction if yon continoe.
[_ﬁﬁl Claai |

Click in the open text area to type additiona text for the description of the pleading. Use the
drop-down boxes to assist in the clarifying text. Click on the [Next] button.

10. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the[Next] button to file and docket the pleading.

|[other Documents
B.02cv00029 Johnson v, Hudleston

Docket Text: Final Text
AFFIDAVIT re [9] MOTION to Compel Evidence MOTION to Continue by Sarah Hudleston. (Attorney10, )

Attention!! Pressing the WEXT hutton on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

Ne:dl Clear |

Note: The screen depicted above contains the following warning.
Pressing the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.
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clicking on the Web Browser [Back] button until you return to the desired screen.

10. Notice of Electronic Filing

|Responses & Replies
0:01cr00050 USA v, Osterberg et al

U.S. District Court
District of Minnesota
Motice of Electronic Filing

The followmg transaction was entered on 3/26/2004 at 6:18 AW CST and filed on 3/26/2004

Case Name: TSA v, Osterberg et al
Case Number: 0:01-cr-50
Filer: Dft Mo, 1 - Wendy Csterberg

Dft Mo, 2 - Enstine Wegner
Dft INe. 3 - Danel Buene Gardea
Document Mumhber: 7

[Docket Text:
IAFFIDAWIT in Support by Wendy Osterberg, Knstine Wegner, Daniel Bueno Gardea re [4] MOTION f
(2) Eztubit Tabs A-I# (3) Exhubit Tabs N-Z)( Attorney], )

[The following document(s) are associated with this transaction:

riginal filename:nia
lectronic document Stamp:

&1 Done
Al

Eocument description: Main Document
0

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officid court document. It dso displaysthe
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’s PDF file,

Sdlect [Print] on the web browser toolbar to print the document receipt.

Select [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Noticeof Electronic Filing representsyour Certificate of Service. The Court
grongly urges you to copy it to afile on your computer hard-drive, print it, and retain a
hard copy in your persond files.

ECF will dectronicdly transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addresses to the Court. The
ECF filing report dso digplays the names and addresses of individuaswho will not
be dectronically natified of thefiling. Itisthefiler’s respongbility to serve hard
copies of the pleading and the Notice of Electronic Filing to attorneys and parties
who are not set up for eectronic notification.
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E-Mail Notification of Filed Documents

After apleading is eectronicdly filed, the ECF System sends a Notice of Electronic

Filing to the designated attorneys and partieswho have supplied their E-mail addressesto the
Court. Only attorneys of record in the case are able to view pleadings in Criminal

cases via the internet. Attorneys in multi-defendant cases can only view, via the
internet, those filings which relate directly to the party they represent. All other

pleadingsmay beviewed at the courthouse. Individuad swho recelvedectronic notification
of the filing are permitted one "free look, at the document by clicking on the associated
hyperlinked document number embedded in the Notice of Electronic Filing. Thefiler is
permitted one freelook at the document. The Court strongly urges you to copy theNotice of
Electronic Filing and pleading documents to your hard-drive for future access. Subsequent
retrieval of the case docket sheet and pleading from CM/ECF must be made through your
PACER account and is subject to regular PACER fees.

Note: It is the responghbility of filers to send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se parties who haveindicated they do not have E-mal
accounts.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of thismanua) or asa
separatefiling in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing Exhibits in Criminal Cases

1. Select the type of document to file
Sdlect Criminal from the blue menu bar at the top of the ECF screen. The Crimind Event
window opens diplaying dl of the events from which you may choose for your filing. This
section of the User's Manua describes the process for filing Exhibitsin ECF. The process
issmilar for filing other pleadingsin ECF.

Click on Trial Documents, under Other Filings.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you arefiling amotion and dlick on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for thefiler to be reassured they arefiling in the correct case.

3. Designate the defendant(s) that the filing relates to.

Click in the boxes to place a check next to each defendant’s name that this filing relates
to. If it relatesto dl defendantsin the case, check the box for ~All

Defendants, and leave the other boxes unchecked. When finished sdecting Defendants
click on [Next].

Trial Documents
doks cppropriats selectians

™ 0:01er00050-1 - Wendy Croterbecg
007 er10050-2 - Enstine Wegner
007 cr0050-3 - Damel Boens Gardea

Al defendants

Naw| ciear |
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4. Select the Docket Sub-type.
From the drop-down ligt, choose exhibits. Click on [Next].

5. Specify the PDF file name and location for the document to be filed.

Trial Documents
C0cros0 LS A v Osterberg et al

=elect the pdf document (for example: CA19%cw501-21 pdf)
Filename

[| Browsea... l

Attachments to Document: & e © Fes

Nextl Clear

Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents thet you intend to filein ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

* You mus link the PDF document to thefiling. Click on the [Browseg] button. ECF
opens the following screen.

2] ]
Look jn: Im Desktap ;I %I ﬁi I
E ty Computer [ farms
'-‘fz} ky Documents Cldac
'_!'!: M etwark, Meighborbiood [ tarch 10
|1 Calendar [ materialz from others
=3 compLter securty 2 Org-6 Manual
|1 dawiz | pam
| Flowcharts from kO [ site wisit
¢l | 2l
File narme; | Open |
Files of twpe: l,-i'-.ll Files [*.%) ;i Cancel |
i
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= Navigate to the appropriate directory and file name to select the PDF document
youwishtofile,

= Highlight thefile to upload to ECF.

Note: Inorder to verify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you selected. Y ou should view it to verify thet it isthe correct documerntt.

File Upload
Laok jn: | ‘=3 PDF Files =

Select

Prirt I !

Bl AddtoZip

B a e

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closes the File Upload screen and inserts the PDF file name and
location inthe Trial Documents screen.

If there are no attachments to the exhibits, click on[Next]. A new Trial Documents
window opens. Go to Section 7, “ Selecting the Filer,” to proceed with your filing.

If you have Attachments to your answer, you will sdect [Yes] on the screen depicted
above. Click on[Next] and proceed tothefirst epin Section 6,“ Adding Attachments
to Documents Being Filed”.

In the event you sdlected and highlighted afile that isnot in PDF format, ECF will display the
following error message after you click on the [Next] button.

Trial Documents
00 1cy00020 Osterberg v, Parker

EEEOE: Document 15 not a well-formed PDF document (ho further mformation 15 avalable).

Back |

ECF will not permit you to select afile for your pleading that is not in PDF format.
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Click on the [Back] button and ECF will return to the Trial Documentsscreen. Select
and highlight the PDF file of your pleading and proceed as before.

Failureto Sdect A Document to File

If you fail to select a document to file with your pleading, ECF will display the error message
depicted below.

If you click [OK] from the screen depicted above ECF will return you to the Trial
Documents screen. Y ou cannot proceed without attaching PDF document.

6. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous Step, a
new Attachment screen appears.

IResponses and Replies
0:01cv00020 Osterberg v. Parker

Select one or more attachments.
1% Enter the pdf document that contains attachment (for example: Clappendiz pdf).

Filename
II Browse... |

2 At your option, select a document type andfor enter a description.
Type Description

31 Add the filename to the hst box below. If you have more attachments, go back to

Add to List |

Rermowe fram List |

et

Click on [Browsg] to search for the document file name of the attachment.

Next to the fidd for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdlection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to Lig].
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ECF adds the sdected document as an atachment to the pleading. A new
attachments screen opens to display the file name of the newly attached document.

Repeat the sequence for each additiond attachment.

After adding dl of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed eectronicaly and when scanned
are greater than 2MB in Size, may be submitted in paper format. Filers should submit a
request to the Digtrict Court for review of paper filings. Look to the ECF procedural guide
for more details on this procedure.

Note: For moderate length paper attachments, consder dividing them into two or
more smaller atachments, scanning, and filing them dectronically.
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7. Selecting the Filer
Use the mouse to highlight or select which party(ies) are filing the exhibits. Click on [Next].

[rial Documents
L0 croonso UsA v, Osterberg et al

velect the filer.
select the Party:

UJSA, [Flaintiff]

Dsterberg, Wendy (1) [Defendant]
Wegner, Kristine (2) [Defendant]
Gardea, Daniel Bueno (3) [Defendant]

Nextl Clear |
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8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the [Next] button to file and docket the pleading.

Trial Documents
00 0050 LS4 v Cstarber ot al

Docket Text: Final Text
EXHIBIT LIST by Wendy Osterberg, Kristine Wegner, Daniel Bueno Gardea {Attorneyt, )

Attention!! Pressmg the NEXT buston on this screen conumits this transaction. Youwill have no further opportanity to
modify this transaction if you continue,

Bl Clear

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just sdlected.

clicking on the Web Browser [Back] button until you return to the desired screen.
9. Notice of Electronic Filing

rrial Decuments
; 51 LS A y [

LA, Drlsober Comrr
District of Melinsesmia
Hztice of Electrovic Fiing

[T Fallowmny transacton was entered on 32002004 o 6:3] AW CET and fled on 3262004

Fawe Manwe: U5A v Osterberg et al
[“ase [urwher: 0] -cr-50
Filer: Ot Mo 1 - Wendy Cisterberg

Dt M. & - Eristine Wegmer
O Mo 2 - Diarge]l Buenc Gardea
Pocusnent Mambser: &

[rochoat Taxt:
FXHIBIT LIET by Wendw Gaterbere. Eristine Weeeer, Damel Boee Garden (Akommes], ]

[he Eollawenng docmnents] are asssciabsd wiy this dnanoes hoa

[herameent da s criptien: ain D eoument
Dz al Mibteamesnta
Elecitronsc docement Ftamg:

ETAME deechitamp TT=105 1215216 [Tap=2363004] [FileHiumbea=T30173-0]
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The screen depicted above provides confirmation that ECF has registered your

transaction and the pleading is now an officid court document. It dso displays the
date and time of your transaction and the number that was assigned to your documen.
Y ou should note this number on the document’s PDF file.

Select [Print] on the web browser toolbar to print the document receipt.

Select [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing is your confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicdly transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report aso displays the names and addresses of individuas who will not
be dectronicaly notified of thefiling.

Note: Itisthefiler’s responshility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and parties who are not set up for
eectronic notification.

E-Mail Notification of Filed Documents

After apleading is eectronicdly filed, the ECF System sends a Notice of Electronic

Filing to the designated attorneys and partieswho have supplied their E-mail addressesto the
Court. Only attorneys of record in the case are able to view pleadings in Criminal

cases via the internet. Attorneys in multi-defendant cases can only view, via the
internet, those filings which relate directly to the party they represent. All other

pleadings may beviewed at the courthouse. Individuad swho recelvedectronic notification
of the filing are permitted one "free look, at the document by clicking on the associated
hyperlinked document number embedded in the Notice of Electronic Filing. Thefiler is
permitted one freelook at the document. The Court strongly urges you to copy theNotice of
Electronic Filing and pleading documents to your hard-drive for future access. Subsequent
retrieval of the case docket sheet and pleading from CM/ECF must be made through your
PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of this manud) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing a Certificate of Service in Criminal Cases

Certificates of service can ether be filed as an attachment in ECF during afiling. If thisis done,
the filer must firgt find out ahead of time who will receive the filing by e-mail and whom the filer
must send hard copiesto. This can be achieved by clicking on UtilitiesMailingsMailing Info for
aCa= If thefiler isfiling multiple events at the same time, then a separate certificate of service
can be filed and the steps are outline below.

1. Select the type of document to file
Sdlect Criminal_ from the blue menu bar at the top of the ECF screen. The Crimina Event
window opens diplaying dl of the events from which you may choose for your filing. This
section of the User's Manua describes the process for filing Certificates of Servicein

ECF. The processis amilar for filing other pleadingsin ECF.

Click on Initial Pleadings and Ser vices, under Ser vice of Process.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you arefiling amotion and dlick on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to meke thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for thefiler to be reassured they arefiling in the correct case.

3. Designate the defendant(s) that the filing relates to.
Click in the boxes to place a check next to each defendant’s name that this filing relates
to. If it relatesto dl defendantsin the case, check the box for ~All

Defendants, and leave the other boxes unchecked. When finished sdecting Defendants
click on [Next].
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Service of Process
Wake apprapriate selactions

™ 0:01cr00050-1 - Wendy Osterberg
T 0:01er00050-2 - Enstine Wegner
I 0:01er00050-3 - Daniel Bueno Gardea

IJAH defendants

M Clear |

4. Select the Docket Sub-type.
From the drop-down lit, choose cer tificate of service. Click on [Next].

5. Specify the PDF file name and location for the document to be filed.

Service of Process
O:0cr000s0 LUSA v, Osterberg et al

select the pdf document (for example: CA19%cw501-21 pdf)

Filename

I Browse. . |

Attachments to Document: & Mo © Yes

[ ext Clear

Note: Itisimperativethat you attach an dectronic copy of the actua pleading when prompted
by the system. All documents that you intend to file in ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

*= Youmus link the PDF document to the filing. Click on the [Browseg] button. ECF
opens the following screen.
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Look in: IM Desktop ;I %‘I ﬁ!

E ty Computer [ farms

ﬁ ky Documents Cldac

'_!'1', M etwark, Meighborbiood [ tarch 10

|1 Calendar [ materialz from others

=3 compLter securty 2 Org-6 Manual

1 dawis Ca pam

|1 Flawcharts fram MD [ site wisit

N i

File narme; | Open |
Files of twpe: l,-i'-.ll Files [*.%) ;i Cancel |

o

= Navigate to the appropriate directory and file name to select the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inorder to verify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sdlected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closes the File Upload screen and inserts the PDF file name and
location in the Ser vice of Process screen.

If there are no attachments to the exhibits, click on[Next]. A new Service of Process
window opens. Go to Section 7, “ Selecting the Filer,” to proceed with your filing.

If you have Attachments to your answer, you will sdect [Y es] on the screen depicted
above. Click on[Next] and proceed to thefirst step in Section 6, “ Adding Attachments
to Documents Being Filed”.
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In the event you sdlected and highlighted afile that isnot in PDF format, ECF will display the
following error message after you click on the [Next] button.

Service of Process
0:01cr0d0s0 USA v, Osterberg et al

[EEEOE: Document 12 not a well-formed PDF document (no further nformation 15 available).

Back i

ECF will not permit you to sdlect afile for your pleading thet is not in PDF format.

Click on the[Back] button and ECF will returnto theSer vice of Processscreen. Select
and highlight the PDF file of your pleading and proceed as before.

Failureto Sdect A Document to File

If you fail to select a document to file with your pleading, ECF will display the error message
depicted below.

If you dick [OK] from the screen depicted above ECF will return you to the Trial
Documents screen. Y ou cannot proceed without attaching PDF document.

6. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous Step, a
new Attachment screen appears.
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lservice of Process
Q100050 LISA v. starberg el al

[Felect pme o panye 8Nt ackanerits.
11 Exeer the paff docurent that containg atachment for exampls O appeiedinep<df).
Filenamo

Il Browse...

1 AL o aplon, select 8 docwment Trpe indior eniar & descripim
Drageription

Typs
31 Add the flename to te= et boor below. IFyou haee moce atfachments, go back o 5

Acdd 1o List
Flemova fram List

Med

Click on [Browsg] to search for the document file name of the atachment.

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdlection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to Lig].

ECF adds the sdected document as an atachment to the pleading. A new
aItachments screen opensto display the file name of the newly attached document.

Repeat the sequence for each additiona attachment.

After adding al of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed eectronicaly and when scanned
are greater than 2MB in Size, may be submitted in paper format. Filers should submit a
request to the Didtrict Court for review of paper filings. Look to the ECF procedurd guide
for more details on this procedure.

Note: For moderate length paper attachments, consder dividing them into two or
more smdler attachments, scanning, and filing them dectronicaly.

7. Selecting the Filer
Use the mouse to highlight or select which party(ies) are filing the certificate of service. Click on
[Next].
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Iiervlna of Process
O erO0EE IS A Dsterbiera ot o

Eelect the [laer.
Beloct the Panty:

AJEA, [Pl goon
Osterbieng, Wienchy (1] Defendant]
Wwhagner. Kiicting () [Debandent]
Gardam Danwal Buano [3) [Defendan]

]|

8. Refer to an Existing Event?

Thiswindow dlowsthefiler to link the service of process with other documents that have been
filed dready. Click on the checkbox provided to sdlect another document. Click on [Next].

If this option was sdlected, alist of previoudy filed documents appears. Using the mouse, select

by clicking in the checkboxes provided, which documents you wish to link the certificate of
sarviceto. Click on [Next].

9. Modify docket text

lservice of Process
3 o0 LIS v

Doeches Text Modify as Sapiopriass,
Cartificate of Eervice by Wandy Osterborg , Kristime Wegner , Daniel Barsn Garden re [§] Exhibit List
I - CAttermeeyl, )

M| Clen |

Click in the open text areato type additiond text for the description of the pleading. Use the
drop-down boxes to assst in the clarifying text. Click on the [Next] button.

10. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the[Next] button to file and docket the pleading.

lservice ot Process
0 s LS v Ocrererg of 8

Dochet Text Final Texst

Certifieate of Service by Wendy Osterberg, Kristine Wagner, Daniel Busno Gardea re [3] Exhibit List
iAttorney, §

Sauttemtion!? Pressing the WEXT battan on this screen commits this transactios. Yo willl kave o further oppertussty to
noeilly this trameaetion IF yow continos,

|
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Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just sdlected.

clicking on the Web Browser [Back] button until you return to the desired screen.

11. Notice of Electronic Filing

Iservice of Process
0:0er00050 USA v, Osterberg et al

U.S. District Court
District of Minnesota
Maotice of Electronic Filing

The following transaction was entered on 3/26/2004 at 642 AW C3T and filed on 3/26/2004

Case Name: TUZ4A v Osterberg et al
Case Number: 0:01-er-50
Filer: Dft Neo. 1 - Wendy Osterberg

Dft M. 2 - Eristine "Wegner
Dft No. 3 - Dariel Bueno Gardea
Document Numhber: 2

[Docket Text:
Certificate of Service by Wendy Osterberg, Enistine Wegner, Daniel Bueno Gardea re [8] Exhibit List (Attorney], )

[The following document(s) are associated with this transaction:

riginal filename:n/a
lectronic document Stamp:
[STAWP deecfStamp_ID=1051215216 [Date=3/26/2004] [FileMumber=78076-0]

L& Dioe

Fucument description:}ain Document
&

The screen depicted above provides confirmation that ECF has registered your

transaction and the pleading is now an officia court document. It also displays the
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’s PDF file.

Sdlect [Print] on the web browser toolbar to print the document receipt.

Sedlect [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing is your confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicaly tranamit the Notice of Electronic Filing to the attorneys
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and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report aso displays the names and addresses of individuas who will not
be dectronicdly natified of thefiling.

Note: Itisthefiler’s responshility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and parties who are not set up for
eectronic notification.

E-Mail Notification of Filed Documents

After apleading is dectronicdly filed, the ECF System sends a Notice of Electronic

Filing to the designated attorneys and partieswho have supplied their E-mail addressesto the
Court. Only attorneys of record in the case are able to view pleadings in Criminal

cases via the internet. Attorneys in multi-defendant cases can only view, via the
internet, those filings which relate directly to the party they represent. All other

pleadingsmay beviewed at the courthouse. Individuadswho recelvedectronic notification
of te filing are permitted one "free look, at the document by clicking on the associated
hyperlinked document number embedded in the Notice of Electronic Filing. Thefiler is
permitted one freelook at the document. The Court strongly urges you to copy theNotice of
Electronic Filing and pleading documents to your hard-drive for future access. Subsequent
retrieval of the case docket sheet and pleading from CM/ECF must be made through your
PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of this manud) or asa
separate filing in the Ser vice of Process hyperlink located benegth the I nitial Pleadings
and Service menu option.
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Linking Documents (Refer to existing event)

Some pleadings such as Briefs and Indexes should be “linked” to their related documentsin the
ca=. When filing these and certain other types of documents you will be presented with the
following screen.

Other Documents

" Refer to existing event(s)?

Mext | Clear I

An*“event” in CM/ECF is anything that has been filed in acase. To link the document you are
currently filing to a previoudy filed document, check the box in front of “Refer to existing
event(s)?” and click [Next].

Other Documents

Select the categary to whick your event relates.

I CR— i
adr
answer

appeal
appeal-cr
charge-cr

cja

cmp
detention-cr
discoy >

Filed | to |

Documents I to I

Mext I Clear |

This screen requires that you filter the list of documentsin the case by the type of document that
youwant to link to. Thetype list gppearsin dphabetica order. Document typesin thislist are
the same as the types listed in the main filing menu. For example, to link to a Brief, you would
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choose the type “Oth_Doc” because Brief gppears in the “ Other Documents” section of the
main menu. Y ou must choose atype on this screen. Y ou aso have the option of entering filed
dates or document numbersif you would like to further narrow your search.

Once you sdlect the type of document and click [Next] you are presented with alist of
documents that match your search criteria For this example we have selected Motion asthe

type.

Criminal Query

Other Documents

Select the appropriate event{s) to whick your event relates.

W 0501/2002 2 MOTION for Preliminary Injunction by Attorney guestaty on behalf of Defendant
Bob Stoops (guestaty,

T 05012002 3 MOTION for Extension of Time by Attorney guestaty on behalf of Defendant Bob
Stoops (guestaty,

Mext | Cleat |

Click the checkbox for the document you wish to link to and click [Next].
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Query Feature

Regigtered participants should use thisfeature to query the Electronic Case Filing (ECF) system for specific
case information. To enter the Query mode, click on Query from the Blue menu bar of ECF.

EECF Civil » Criminal + Query » F + Utilities + Logout

ECF opens the PACER L ogin screen. 'Y ou must enter your PACER login and password before ECF
permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. 'Y ou must
have a PACER account in order to retrieve, view, and print certain documents.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted
below. If you know the number that the Court has assigned to the case, enter it in the Case Number fidd
and click on the [Run Query] button. ECF opens the query screen depicted on the next page.

= e
Q Civil + Criminal + Query + Reports + Utilities + Logout Q_

Query

Search Clues

Case Mumber |DD—1D1 (Examples: 99-600, 1:99cva00) Def Murmhber l_

or search by

Filed Date | to |
Last Entry Date I tnl
: 0 (zero) :!
Mature of Suit 110 {Insurance)
120 (Cantract Marine) hd

or search by

Last Mame I (Examples: Desoto, Des™)

First Mame I Middle Mame
Type ] "!

Fun Cluery I Clearl

Y ou may query the ECF database by the name of aparty or an attorney to the case. Enter thelast name of

the party in the gppropriate field. If morethan one person with that nameisin the database, ECF returnsa
screen from which to select the correct If you click on the name of the party, ECF will open the query

screen depicted aboveB. If theindividual isaparty to morethan one case, ECF will openascreenligingdl

of the party’s cases. Click on the case number hyperlink and ECF opens the query screen depicted in

above.
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Ouery . . Litilities . Logout

Select A Person

There were 2 matching persons.

Jackson, Dawnd A {aty)

Jacleeon, Thomas Chardes  (aty)

After querying the database by case number, name, or nature of suit, ECF opensthe Query
window for the specific case you selected.

You may aso query acase by the nature of suit. Y ou must enter arange for ether the filed
date or the last entry date in order for the query to run. To search for dl cases of acertain
type, use the date 1/1/1970 as the "beginning of time." When you run the query, if thereis
more than one case that meet those criteria, you will get a screen amilar to the one above, but
lising multiple case numbers.

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Rabertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Query
Alias
Associated Cases
Attorney
Case Summary
Deadline/Hearing
Docket Report
Filers
History/Documents
Party
Related Transactions
Status

At thetop of thewindow, ECF displaysthe case number, partiesto the case, presiding Judge, date that the
initial claim wasfiled, and date of last filing for the case. 'Y ou may choose specific case information from a
large ligt of query options by clicking on the gppropriate hyperlinked name on the screen. The following

paragraphs describe severa of the available case-pecific query options.
Alias
Displays parties who have diases.
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Associated Cases - Displays any cases associated with the specified case. Click on the
number of an associated case to view its docket sheet.

Attorney

Displays the names, addresses, and telephone numbers of the attorneys who represent each of
the partiesto the case.

Case Summary
Provides a summary of current case-specific information as represented below.

Deadlines/Hearings

Produces a screen that alows you to query the database by various means to obtain hearing and
other schedule deadlines. If you query asillustrated below, ECF opensthe Deadline/Hearings
screen depicted on the next page.

After thewindow opens, if you dick on adocument number, ECFwill disolay theactud Scheduling
Order for the conference or hearing.
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1-01-01465-JR HARRELL v DISTRICT OF COLUMBILA
Tames Eobertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Deadlines/Hearings
Doc. Deadline/Hearin Event De/Set Satisfied |Terminated
No. g Filed
7 Qij.r Trnal OB/20/2007 (07082002
at 09:30 AN
i @ Final Pretrial Conference |08/20/2001 |06/27/2002
at 0420 P1A
7 @ Status Conference OB/20/2007 (01082002
at 04:30 Pha
@ Meet & Confer Hearing |07/21/2001 |08/08/2001 OB/0E2001
at 02:00 P
T @ Answer due from DT QFM2/2007 (02320071 |08MN672001

If you click on the button to the left of the Deadline/Hearing title, ECF will display the docket
information and related docketing entries for the hearing that you selected.

Docket Report
When you select Docket Report, ECF opens the Docket Sheet screen as depicted below.

Criminal

Docket Sheet

C'ase number !99—7"'3'0

* Filad |
" Entered

tu!

Documents | to |

¥ Include terminated parties
™ Include links to Motice of Electronic Filing
¥ Include Caption

Sort hy |Oldest date first ;‘

Run Report | Clear |

Y ou may select adate rangefor your docketing report aswell asarange of docketing numbers. If
you leave the range fidds blank, ECF will default to print the entire docketing report. Place a
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checkmark in the box to Include links to Notice of Electronic Filing if you wish to view them
from the docket sheet. After you have selected the parametersfor your report, click onthe[Run
Report] button. ECF will run your custom docketing report and display it in a window as
depicted.

The document numbers in the middle column are hyperlinks to PDF files of the actua documents.
Pace your pointer on the button next to the document number and click to display theElectronic
Notification Report for the document.

History/Documents

This selection queriesthe database for case event history and documents associ ated with the case.
After you click ontheHistor y/Documents hyperlink, ECF opensthe screen depictedin. Y ou may
select the sort order for the query report and choose to exhibit dl events or only those with
documents attached. ECF aso offers you the option to display the docket text in the report.

After making your sdlections, click on the [Run Query] button. ECF queries the database and
buildsyour report. The screen capture above, depicts a portion of aHistor y/Documents report.
This particular report lists dl of the events and documents associated with the case in reverse
chronologica order. It dso displays the docketing text for al docketed events.
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Y ou may view a PDF file of actud documents by dlicking on the document number in the far-eft
column of the onscreen report.

Parties
Ligs active and terminated parties and trustees. Current and previous attorneys for each
party/trustee are d so shown.

Filers
Ligsal filers associated with the case. To view documentsfiled by a particular party, click on
thefiler name.

Filer screen: Displays dl document numbers, event names and filing dates for the sdected filer.
To view afiling, dick on the document number. To view docket information and related docket
entries, click on the ball next to the event name.

Docket Information and Related Docket Entries screen: Digplays the filed and entered dates,
the name of the person who entered the document, the document event name(s) and the full
docket text for the selected document and any directly related document(s).

Related Transactions

Ligstransactions that are related to those you specify on this screen.

Filed [Enter adate range. The defawilt of blank will list all documents,

Documents |Enter adocument number range. The defauilt of blank will list all documents

Document Type Sdlect the document type from the drop-down ligt. The default of blank will ligt dll
documents.

gj%?y;”ee’“ Enter the document subtype. The default of blank will list all documents

\Pending \Select this option to include pending documents.

\Termi nated \Sel ect this option to include terminated documents.

‘Sort by ‘The transactions can be sorted by: filed date, entered date, or document number.

Include open Check this box if you want to include open excludables in clock caculations.

excludables
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Check this box if excludable ddays for any co-defendant should affect dl

naluide co-defendant | endents, If not checked, only a defendant's own excludable delays affect his
excludables

clocks.
Status

This query is currently not functioning.
Reports Feature

The Reports feature of ECF provides the user with severd report options.  After sdlecting the Reports
feature from the Blue menu bar, ECF opens the Reports screen depicted below.

If you select Cases Filed or Docket Sheet hyperlink, ECF will ask you to login to PACER. You may
view Court Caendar Events for a case without logging into PACER.

Docket Sheet
Click onthe Docket Sheet hyperlink and ECF opens the PACER login screen.

Enter your PACER login and password. Click on the[L ogin] button and ECF will open the
Docket Sheet report query window depicted below.

Criminal

Docket Sheet

Case number !99-7"'30

" Entered t

Documents I to !

V¥ Include terminated parties
™ Include links to Motice of Electronic Filing
¥ Include Caption

Sort by | Oldest date first ~|

Run Report | Clear |

Thisis the same query window that ECF displayed when you selected Docket Report fromthe
Query feature). Enter the case number for your docket sheet in the Case Number fidld. Sdect
parameters for the remainder of the data entry fields and click on the[Run Report] button. ECF
will display afull docket sheet for the case you sdected. See the Query feature section of this
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manual for a depiction of a partia docket sheet report. 1f you do not need a complete docket
shest, you can narrow the query using the datefiled/entered fields. ECF dso offersvarious sorting
options from the Docket Sheet query screen.
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Criminal Cases Report

The Criminal Cases report providesyou with the flexibility to query the ECF database to locate
casesdectronicaly filed within aspecific date range, or by Nature of Suit and Cause Code. When
you click on the Criminal Cases hyperlink, ECF displays a query screen as depicted here.

criminal Cases Report

Office F Case types
DokAr Criminal
STF = Magistrate Judge =]
: Case
Filed [3/19/2004  to [3/26/2004 flags |30V
400 [

¥ Pending defendants
Terminal digit(s)| 747 [ Terminated defendants

" Fugitive defendants
Sort hleaae number x| I = l -

Fun Beport | Clearl

Note: If you are not logged into PACER, ECF will display the PACER login screen. Login
to PACER and ECF will open the Criminal Cases Report screen.

Enter the range of case filing dates for your report and sdlect a Nature of Suit or Cause Code, if
youwishto narrow your search. If youleavedl fiddsblank, ECF will display areport for dl cases
opened in ECF. This picture depicts part of areport of al casesfiled in ECF at the U.S. Didtrict
Court from 9/23/2002 to 10/23/2002.

Criminal Cases Report
1.5, Disirdct Conet - - Disorict of hinnesota
Beport Perjod: 03102002 - 03262004
Drate Fiked!
Casa Numbar Diate Closed'| Days
He dr HNote
Titln .::;::: Roclused | Foniing ¥
00 Tec0050 - USA w. Osterberg et al Ciffice: DI

1 Wendy Ostedsern Filed AIEFE 2004 IBJI Presicer: Damewan, W Frank:

Peferral: Arthur, T Beglan
2 Enstine Wesrer Frlared AOGA2 502 04 =0 Presider Dionesan, W Frank

Feferral: Arthur, T Boylan
3 Drarial Bueno Caedea Frledd 252 004 [z Presider: Diomowran, W Frank

| Feferral: Arthue, T Boylan

00100051 - UShA v, Osterberg et al COfice: DV

1 Wendy Oatetbere Frbacd A2 52 (04 !33'J Presider: Doncwan, W Frank

[ Fefirral: Arthur, TRoglan
2 Eristine Wearer Filed AR SE004 [z0 [Presicer: Diamivan, W Frank

Peferral: Arthur, TR eglan
3 Diaresl Poeoa Gardes Frleed D252 004 i3-lZI Presder: Donean, W Frank

| Referral: Arthur. T Bowlan
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The far-left column of the Cases Filed report contains hyperlinked case numbers. If you click
on a particular case number, ECF opens the Docket Sheet report window from which you can
retrieve the docket sheet for the selected case. Follow the ingtructions in the previous section
for a Docket Sheet report.

Judgment Index Report

The Judgment Index Report shows information about selected judgments, including whom the
judgment was for and against and the date, amount, interest rate, and court costs for each
judgment. The report may be generated by case number, party name, or date range.

New Case Report

The new casesreport issmilar to what is available on the U.S. Didtrict Court’s externa
website. Thisisachronologica sorted list of the newest cases opened with the Digtrict Court,
Didrict of Minnesota

Utilities Feature

The Utilitiesfeature provides the meansfor registered usersto maintain their account in ECF and to view
al of their ECF transactions.

Ttihties

Your Account Miscellaneous
ECFE Login Legal Eesearch .
Mantam ¥ our Account Iladlings. .

Wiew Your Transaction Log

Change Clent Code WVenfy a Document
Chanee Your PACEER Loon

Eewmew Billing History

show PACEE Account
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Your Account

This section of the Utilities feature provides you the capability to maintain certain agpects of your
ECF account with the Court and to view alog of al your transactions within ECF.

ECF Login
Allowsthefiler to log out of the ECF system and prompts you for a new login and password.

Click

Maintain Your Account

Click on the Maintain Your Account hyperlink to open the Maintain User Account
information screen.

This screen displays dl of the regigtration information that is contained within the ECF
database for your account with the Court. Thisincludes Bar Identification and Bar
gatus.
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Clicking on the [E-mail information] button opens the following screen.

E-mail information for wes

Primary e-mail address willism short@ded.uscourts.gov =

KR ¥
Send the notices specified helow
¥ to my primary e-mail address
[ |
[ to these additional addresses =
K ;I_l

¥ Send notices in cases in which T am involved

[~ Send notices in these additional cases .I

E
& Send a notice for each filing
©° Send a Daily Summary Report

- & html format for Netscape or ISP e-mail service
Format notices

© text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen I Clear |

ECF will Email to partiestheir Notices of Electr onic Filing based upontheinformation
entered in thisscreen. Perform the following stepsto enter additiond e-mail addressesfor
individuas that you wish ECF to notify regarding new case pleadings and documents.

From the screen depicted above, enter acheck mark by clicking on the box to the left
of the line, which reads “to these additional addresses”.

Enter the emall addresses of those individuals you wish to notify concerning ECF
activity. Enter up to two additional email addresses you wish to adso receive
notification of case activity. Kegpin mind that only one of thetwo, thefirst oneto click
on the email notification hyperlink firgt, will receive an additiond free peek a the
documents. The second person from the back-up list to accessthe will be charged to
view the documen.

Stipulate theformat of the ECF notices by sdecting your choice from the bottom of the
screen.

If you wish to enter completely new information about your account, use the[Clear]
button to clear the fields on this screen.

After updating your account information, click on the[Retur n to Account screen] button
to return to your Maintain User Account screen

Toedit or view login information about your account, select the button labeled M or euser
information, from theMaintain User Account screen. ECF opensthe screen depicted
below.
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This screen digplays user login information and provides the means to change your ECF
password. Noticethat ECF displaysasdtring of asterisksin thePasswor d fidd. Tochange
your ECF password, place your cursor in the Password fidd and delete the asterisks.
Typeinyour new password. (Remember passwordsare casesensitive)) ECF displaysthe
actua characters of your new password as you type. When you have completed your
interface with ECF from this screen, click on the [Return to Account screen] button to
reopen the Maintain User Account screen. When you are satisfied thet adl of your
account informeation isaccurate and up-to-date, click on the[Submit] button at the bottom
of the Maintain User Account screen to submit your changesto ECF. ECF will notify
you onscreen that your updateswere accepted. |f you changed passwords, you may begin
using the new password during your next ECF session.

View Your Transaction Log

From theUtilities screen, click onthe[View your Transaction L og] button. ECF opens
a screen with two fidds for entering the Date Selection Criteria for a Transaction Log
Report. Enter the date range for your report and click on the [Submit] button. ECF
displays areport of dl your transactions in ECF within the date range you specified for
Date Sdlection Criteria. For asample transaction log report ook below.

Use thisfeature of ECF to review your transactions and to verify that:
al of the transactions you entered are reflected in the Transaction Log

no unauthorized individuals have entered transactions into ECF using your login
name and password.

View Your Transaction Log
From the Utilities screen, click on the [Change Y our PACER Login] link. ECF brings
you to the PACER login window.

Change Client Code
Thisfeature dlows the PACER hilling client code to change to a different code.

Change PACER Login
Attorneys and filers can use this option to switch between more than one PACER
accounts.

Show PACER Account
Brings filers back to the login screen.

Miscellaneous
ECF provides three Miscellaneous functions within the Utilities feature of the system.
Lega Research
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Malings
Verify a Document

When you dick on the L egal Resear ch hyperlink from the Miscellaneous screen, ECF
opens a new screen that contains hyperlinksto a Law Dictionary, aMedica Dictionary, and
Westlaw viathe Internet. Sdlect the Verify a Document hyperlink to open a query screen and
enter data in the screen fidds to locate a particular document attached to a specific case
number. Thereisaso aMailings hyperlink that opens a new screen for meking or requesting
mailings from ECF.

Logout

After you have completed dl of your transactions for a particular sesson in ECF, you should exit from
the system.

Click on the Logout hyperlink from the ECF Blue menu bar. ECF will log you out of the system and
return you to the ECF login screen as depicted earlier this manud.

Additional Information Regarding ECF

Sealed Documents

Continueto file seded documentsat the Didtrict Court Clerk’ sofficein accordance with the existing
practices and procedures for conventiond filing.
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Certificate of Service Sample

INTHE UNITED STATESDISTRICT COURT
FOR THE DISTRICT OF MINNESOTA

SAMPLE FORMATS-CERTIFICATE OF SERVICE

Sample
| hereby certify that on (date) , | dectronicaly filed the foregoing with the clerk
of the court by using the CM/ECF system which will send anotice of dectronic filing to
the following: . | further
certify that | mailed the foregoing document and the notice of dectronic filing by firg-
class mail to the following non- CM/ECF
participants:

g Attorney’s Name
Attorney’s Name

Attorney’s Bar Number
Attorney for (Plantiff/Defendant)
Law Firm Name

Law Firm Address

Phone Number

Fax Number

Attorney’s E-mail Address
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Filing Options for Attorneys

Charging Instrumentsand Pleas

Criminal

Indictment, Information, Complaint

Complaint
Complaint (Sedled)
Indiictment
Indictment (Sedled)

Information - ALL Misdemeanor
Information - ALL Misdemeanor (Sealed)

Information - Felony

Informetion - Felony (Sealed)
Notice of Remova from State Court
Pleas and Plea-Related Documents

Plea Agreement
Motions
Motions
Acquittal
Admit
Alter Judgment
Amend/Correct

Apped In Forma Pauperis

Appear

Appoint Counsd
Appoint Expert
Associate Attorney
Bifurcate

Bill of Particulars
Bond

Brady Materiads

Certificate of Appedlability

Change Venue
Claify

Compd
Compliance
Consolidate Cases
Continue

Counsd to Participate in VVoir Dire

Declaration of Mistrid

Detention
Directed Verdict
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Disclosure
Discovery
Digmiss
Dismiss/Lack of Jurisdiction
Dismiss/Speedy Trid
Disqudify Counsdl
Disqudify Judge
Disqudify Juror
Downward Departure
Exclude
Expedite
Extension of Time to Fle Document
Extension of Time to File Response/Reply
Extendgon of Timeto Indict
Fle Amicus Brief
File Excess Pages
Forfeiture of Bond
Forfeiture of Property
Government Witness List
Handwriting Exemplars
Hearing
InLimine
I nspect
Issuance of Warrant in rem
Joinder
Judgment NOV
Jury Questionnaire
Leaveto
Leaveto Apped
Leave to File Document
Leave to Proceed in Forma Pauperis
Medicd Exam
Medica Treatment
Miscdlaneous Relief
Modify Conditions of Release
New Trid
Order for
Order of Competency to Stand Trid
Preserve
Produce
Protective Order
Psychiatric Exam
Psychiatric Treatment
Quash
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Quash Indictment/Information

Reconsderation

Recusa

Reduce Sentence

Release Bond Obligation

Release from Custody

Release of Funds

Remand

Renew

Request

Require

Retain Rough Notes

Return of Property/PostTrid

Return of Property/PreTrid

Return of Surety

Revoke

Sanctions

Sedl Case

Sedled Mation

Separate Trid on Counts

Service by Publication

Set Asde Forfeiture

Set Aside Judgment

Set Aside Sentence

Set Asde Verdict

Sever Defendant

Show Cause

Specid Appearance

Speedy Trid

Stay

Strike

Substitute Attorney

Suppress

Take Deposition

Trave

Unseal Case

Unsed Document

Upward Departure

Vacate

Vacate (2255)

Warrant

Warrant for Arrest of Property

Withdraw Document

Withdraw Plea of Guilty
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Withdraw Plea of Nolo Contendere
Withdraw as Attorney
Writ
Writ of Habeas Corpus ad prosequendum
Writ of Habeas Corpus ad testificandum
Other Filings
Notices
Deferrd of Prosecution
Nolle Prosequi
Notice (Other)
Notice Withdrawing Motion
Notice of Attorney Appearance/Subgtitution - Defendant
Notice of Attorney Appearance/Subgtitution - USA
Notice of Filing Petition for Certiorari
Notice re Medica Evauation Complete
Notice to Resume Prosecution
Trial Documents
Exhibit List
Proposed Jury Instructions
Proposed Voir Dire
Request for Specia Findings of Fact
Stipulation to Jury
Trid Brief
WitnessList
Appeal Documentsto USCA
Apped Transcript Request
Apped of Magidrate Judge Decision to Digtrict Court
Appdlants Brief
Appdlants Reply Brief
Appellees Brief
Designation of Record on Apped
Notice of Apped
Notice of Cross Apped
Notice of Interlocutory Apped
Subsequent Notice of Appeal
Other Documents
Affidavit
Affidavit - Rule 40
Application for
Certificate
Consent to Inspection of PSI
Consent to Magistrate Judge Disposition on Motion
Consent to Trid Before US Magistrate Judge
Fnancdd Affidavit - CJA23
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Information to Establish Prior Conviction

L etter

Objection to Presentence Investigation Report
Objection to Report and Recommendations
Partid Satisfaction of Judgment

Presentence Investigation Report

Pretrid Memorandum

Redacted Document

Refusal of Magidtrate Judge Jurisdiction
Response to Order to Show Cause
Sidfaction of Judgment

Satisfaction of Monetary Imposition and Release of Abstract
Sentencing Memorandum

Status Report

Transcript Request

Withdrawd of Motion
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